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Emailing Invoices

Using TempWorks, Clients can receive their invoices through email. This can save not only time
and money but payments can be received faster to get the A/R balances off the books sooner.

To Email Invoices using TempWorks:
Set up the Customer for Email Invoices:

Within the Customer/Department record set up an Invoice Email Address:

Wigifile Addrezs In¥oicing
Refresh |
Irvoicing | Credit and Paprall

Invoicing: Separate invoil

Style: |Inv-:ui-:eTW|:urks ;I Dept:

Invoice Count: | 3;' Aldent-

Column Type: |S ;I Week-End:

Invoice Method: |Print and Email -
Iny Email Address: ||dwund@tempwuﬁl Cost Eenl:::lr:

Make sure the proper Invoice Style is selected if a pdf is desired.
Indicate in the Invoice Method whether the Invoice should be Printed, Emailed or Both.
Enter the Invoice Email address.

If a Contact also wants to be included in Emailed Invoices:
Within the Contact/Address form:

How to Beach
Emaill ny:
E-mail: |mkramer@tempwnrks.cnm | %l

Click your mouse in the Emaillnv field so a check mark appears.
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(continued)

After Invoices have printed the Email Invoices can be processed and sent:

Within the Invoice Run/Actions tab click on Create Invoice Email Run.

Desc

Seelhins Achons

[rwvoices

Set invoice number

Invoice pracessing, printing and posting to AR

Invoice Frocessing

Print invoice restart

Post invoices to AR

Process invoices

Frint invoice specific

iCreate Invoice Emal Runi

This will direct you to the Invoice Email Run Form and open an Email Run for you:

IrwEmalFun # Lip: o | 19 dwood {03/05/06) i
b+ | [+ ‘wizskendBill Lkp: Wigw dctive Funs

Email Praoflnvoices T Template T Directony T Switchboard
— Email Info: —Ach

EmailT emplate: | ER=REET s EE

Refresh |

4

Chooze |nvoiceRun(z)

Create [nvEmail Template

Subject: Testing Email Invoice

SendSepEmal

Fieturn Email; |ntran@tempworks.com

;l |sHtmiFarmat [

Pleasze zee the included invoices.

High Tech Staffing
&ccounts Receivable Dept

Invoice File Configuration:

FileFarmat: FDF

Backuplir: C:ATempwiork g nvoiceEmailers T estinvoicehB ackup E”‘I

EmailHotes:

Email Info:

Staging and Data Check

Update [nvE mail Template

Email Invoices

Paogt Mon-Email [nvoiceRuns

Post Email Inwoice Bun

Abandon [nvoice Email Run

Digplay:

— Status:

ImwE il unl D

18| # InvoiceRuns:

‘wieekendBill: 03/05/08) # Invoices:
DateFroofed: 03/13/06| # Recipients:
DateFosted: # EmailedSuccess:

Abandoned:

# Errors:

-Email Info:

EmailT emplate: m ;I

Refresh |

subject: |Testing Email Invoice |

Return Email:  [ntran@temprorks. com -

SendSepEmal [
[zHtrnlFarmat [

Fleaze zee the included invoices.

High Tech Staffing
Accounts Receivable Dept

Using the Email Template dropdown, select the Template you would like to use for this Email

Run.

The Subject and Text can also be manually entered.

If the Emailed Invoices should go out as “blind” click your mouse in SendSepEmail so a check

Created: 0313706 Rephame:

o|lofm| | =

mark appears. Instead of recreating the file, TempWorks will send separate emails.
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(continued)

If the Emailed Invoices should be sent in Html Format click your mouse in IsHtmlFormat so a
check mark appears. By checking this the font can be changed.

Invoice File Configuration:

In¥oice File Configuration:

FileFormat: |F'DF ;I
BackupDir: |E:'xT emptyfork zh rvoicek mailerh Testl ivoicetBackup E’,",I

EmailM otes: ‘

Indicate the file to be used to back up the information in the Backup Dir dropdown.
Add any additional notes within the EmailNotes field.
If a Template is used, changes can be made to the defaulted information.

Template Changes:
If any changes are made to a Template within a specific Invoice Email those changes will not be
automatically saved. If the Template needs to be updated with the changes made click on the

Update Inv Email Template button within the Invoice Email Run form/Email Tab:
- Actions:

Chooze [mvoiceR un(z]

Create lnwEmail Template

Staging and D ata Check

Update [rwEmail Termplate

Email Invoices

Poszt Mon-Email [rvoiceR uns

FPost Email lrevoice Run

Ahandon [rvoice Email Fun

Proof Emails before Sending:

To proof Emails:

—Actions:

Chooze [nvoiceRun(z]

Create InvEmail Template

Staging and Data Check

IIpdate [rwEmail Template

Email Invoices

Pozt Hon-Email [rvoiceRuns

Pozt Email lnvoice Bun

Abandon [nvoice Email Bun

By clicking on Staging and Data Check, TempWorks will verify all recipients have email

addresses.

To proof additional information click on the Proof Invoices tab:
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(continued)

Recipient List:

. Search:
Euelileri Data Integrity SeII MaII Emailtddress I Fiecipientd ame I Sent I SicTupe I
Depth ame: Find | Check O |dw00d@tempwolks.com|Cmm Equipment | |Cust0mer Y B

Fiefresh O [dalce@tempworks.com|Mason, Joseph | [Contact - i

I3

-

ErmrorMeszzage:

Record: 14 < |[ S S

U] KN

|&]| Customertame DeptMame rlqn:n?ui:?:r E;zl lgw Em Emor Message Sent

%m Primary 42109 O O O l Cuszt | A

Cram E quipmert |F'limal_l,.l |43‘I 10 | O g O | | Cust | AR | =2
Crom E quipment |F'limal_l,J |431 11 | O O O | | Cuzt | &R | =3
Crom E quipment Priran 43112 O O O Cuzt | &R | =1
Crom E quipment Prirnary 43113 O d d Cuzt | AR [ =]

Within the Proof Invoices tab by clicking on Data Integrity Check will verify each recipient has
an email address.

The Recipient List will list all recipients for the Invoices listed.

Also, all Invoices to be emailed in this run will be displayed. Navigate to the Customer record
or the Invoice by clicking the navigational buttons.

- Actions:
Chooze InvoiceRun(z] Create InvEmail Template
Staging and Data Check |lpdate [nvEmail Template
Email Invoices Post Won-E mail [myvoiceR uns
FPost Email lmvvoice Run Ahandon [rvoice Email Fun
Display:
- Status:
IrvE mailFunl D 19| # [nvoiceR uns: 1]
WfeekendBill 03/05/08] # Invoices: 4
[ ateFroofed: 03/413406) # Recipients: 10
[ ateFPozted: # EmailedSuccess: 1]
Ahbandoned: # Errors: 1]

Created; 03/13/06] Fleph ame:

To send the Invoices click on Email Invoices.
To post the Email Invoice Run click on Post Email Invoice Run.
The Display field will display the status of the Email as it is being sent.

The Status area will display various information regarding this Email Invoice Run.
Additional Helpful Information

Templates:
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(continued)

Different Templates can be set up to be used when emailing Invoices:

From the Email Invoice Run click on Create Inv Email Template button.

Actions:
=
Chooze [nyvoiceRun(z] Create lnvEmail Template

Staging and D ata Check: IIpdate [rewE mail Template

FPozt Mon-Email mvoiceRuns

Pozt Email Invoice Run Abandon [rvoice Email Fun

This will prompt you to enter an Email Template Name.
New InvoiceEmailTemplate

Please specify a Email Template Mame? g

[ oK |
Cancel |

Once the name is entered click OK.

Click Yes to view/set up the specifics of the Template:
Mew Email Template Complete

Successfully created "Crom Template” Email Template.

Do wou wank o view this Email Template?

[Ho Cancel

Within the Invoice Email Template defaults can be set:
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(continued)

Template I Taglist T InwvE mailF un T Directory T Switchboard
— Email Info: Description:
TemplatelD —Bl Fefresh | Template uzed for all of Crom's invoices
TemplateM ame: |Crom Template |
Subject: |Web Iresoice Statement # [InvoiceMumber] |
Fieturr Email |ntran@tempworks.com ;I

[ComparwMame] Invoices for week ending [InvoizeBill] 7 Active s s

[ Drefault Template IsHtrnlFarmat

Invoice File Configuration:
FileFormat:  (POF -
BackupDir: [C:\Documents and Settingshdwoods =

Emailt ates:

Created: | 0341 SHDE|
Fiept ame: |dw00d |
|Jpdated: | 031 BHEIE|

UpdatedBy: |dw00d |

Email Info:

Enter the Subject line for the Template.

Choose the default Return Email address.

Enter the Text as it should appear on the Email.

Description:

Enter a description of the Template.

If this is an actively used Template make sure a check mark appears in the Active box.
Once a Template is no longer being used, click to remove the check mark from the
Active box.

If this Template should be a default click in the Default Template box so a check mark appears.

If this Template should default to Html format click the Is Html Format box so a check mark
appears.

Invoice File Configuration:
Select a Back Up directory where the back up email should be saved.

Enter any miscellaneous notes in the Email Notes field.

Tag List Tab:
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(continued)

Template T TagList I I E il un T Directary T Switchboard

TagMame [rezcription TableMame ColurmM arme TagGroup | Created | BepMame

» [BiranchMame] [BiranchM ame [#br.) [Branch [Branchiame [Branch | 08407 /05{ntran
[[ErarchFulMame] [Branch Ful M ame [Branch [BranchFullM ame [Branch [ 08407 /05]ntran |
|[BlanchFuII.-'-‘«ddless] |Bmach Full &ddresz |Blanc:h |Addless |Branch | DBHD?.-’DE|nhan |
|[ElanchF’hone] |Elanch Phone Mumber |Blanch |F'hone |Branch | UBHU?.:’05|ntlan |
|[CDmpanyName] |Company Full Mame |Emp|oyer |Com|:-an_l,lFuIIName |Company | UBHU?.:’05|ntlan |

Within the Tag List Tab there are examples of how to enter data to create merges within the
Email.

The Tags will merge with the Subject and Message Body within each Email sent.

The Tags are coded specifically for the Invoice Email and will require customization
to change.
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